VOLUME ||

CHAPTER 6

DI RECTORY SERVI CE

600.  PURPCSE :

This chapter contains instructions for the devel opment and mai nt enance of

a postal directory file and establishes procedures for processing undeliverable
as-addressed nail.

6th .  GENERAL

1. Al postal activities providing mail delivery services to authorized
patrons shall maintain a directory file for those personnel receiving mail
through their facility. Postal directories shall not be used as a.base |ocator.
Commanders may establish area or central directories where desired. MPCS
normal Iy shall not maintain postal directory cards for personnel who are
served through an MAO or subordinate UMR. Directory files shall include all
personnel served including those on TDY or TAD, those scheduled to arrive, and
t hose pernmanently depart ed.

2. MPCS shall provide directory service for all classes of inproperly
addressed official mail. ©Postal activities experiencing recurring problens
wth official mailers not using correct mailing addresses should report the
problemto the MACOM postal activity. Probl ens that cannot be resolved in the
command t hen should be forwarded to MPSA for resolution.

3. Separate address correction service requests shall not be honored.
Any fees received with these requests shall be returned to the sender. Provide
a cover letter explaining that this service is not available at MPOs, PSCS, or

UMRs .  “On piece” requests for address correction shall be treated per Tables
6-1 thru 6-5.

602. POSTAL DI RECTORY

1. The directory shall be arranged al phabetically by last nane in one
file, regardless of status or rank.

2. Postal directory information for menbers presently served, mnimlly
shall contain name (last, first, and mddle initial), grade, organization, and
mai | i ng address (PSC receptacle nunber, and unit). Annotate dependent first
names , mddle initials, and last names when differing fromthe sponsor on the
directory card.

3. Postal directory information for Service nenbers who have departed
shall include date departed, purge date, and. forwarding address, and a
projected reporting date. (arrival date). Separation, or transfer points shall
not be listed as a forwardi ng address excepting U S. Arny personnel who
do not have a direct assignnent and are assigned to an overseas replacenent
activity. Their mail should be forwarded to the appropriate casual mail

directory. (Projected arrival or due dates are extrenely inportant when
forwarding nmail for nmenbers being assigned overseas.)
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4. If a nmenber has dependents with a different |ast nane, a separate card
shall be prepared and filed. This card shall be cross-referenced with
sponsor card and shall be maintained in an identical manner. A separate card
shal | be prepared and cross-referenced for menbers who have a nane change.

5. \When a nenber is no longer served by the postal activity, code the
directory card for destruction in 6 nonths. For instance, if a nmenber departs
in May 1985, code the directory file for destruction in Decenber 1985. | f the
menber was assigned tenporarily as a projected gain who has been canceled, in
student or patient status 6 nonths or less, code the directory card for
destruction in 3 nonths; for exanple, if the individual is a May departure, code
the card for Septenber destruction.

6. During the first work week of each nmonth, the directory file shall be
screened and all expired cards shall be renoved and destroyed.

7. Conputer listings or electronic storage may be used instead of card
files, if the above requirements are met. Electronically stored directories
need not be filed al phabetically if a search-by-name can be done efficiently,
Changes shall be posted daily and an up-to-date |isting maintained.

603. MAIL NOT ENTITLED TO DI RECTORY SERVI CE

1. First-class mail that is received fromone mailer in quantities of 20
or nore, addressed insufficiently or wongly, or contains an obviously
incorrect or identical receptacle nunber used sinply to obtain directory
service shall be returned to sender endorsed “Insufficient Address-" Mail
received frommailers who continuously mail quantities of less than 20 letters
sinply to circunvent this paragraph also shall be returned to sender endorsed
“Insufficient Address.” (Exception: This does not apply to official nmailings
from any Federal Agency.) First-class mail received wth a Federal Governnent
return address shall be provided directory service and not returned to the
sender. Postal activities experiencing recurring problems with Federal Govern-
ment mailings should report these problens to MPSA through the MACOM post al
activity for resolution.

604. DI RECTORY MAIL

1. Directory mail is mail that cannot be delivered as addressed because
of an inconplete or incorrect mailing address.

2. Wite in omtted elements of the name, if known.
3. Draw a single diagonal line through the incorrect lines of the address

4. Make endorsenments neat and |egible, using the mninmm space required.
Rubber stanps or gumed | abels may be used for endorsenents.

5.  Endorsenents shall be placed on the front of mail, when possible.
The initial forwarding address shall be placed below and to the right of the
original address. After all available space on the front of the mail is used,
wite “over” on the front and place additional endorsenents on the back.
GQumed | abel s may be placed over old addresses to give additional witing space.
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The nane of the addressee shall not be witten or stanped over or covered by
gummed | abel s.

6. |If the nenber has departed on permanent change of station and mail is
being forwarded using a mlitary unit as the forwardi ng address, include an
"arrival date.” This is not necessary once the arrival date is past. Ml

being forwarded to a central directory or overseas casual mail directory
shoul d contain the addressee’ SSN.

7.  Each piece of mail given directory service shall be backstanped to

indicate the date of receipt. |If the directory mail is not processed on date of
recei pt, date forwarded or returned to sender shall also be annotated with the
clerk’s initials.

a. Units having a large volume of directory mail are authorized to
postmark such mail on the reverse side of the address by nmachine, instead
of manual |y backstanpi ng.

8. MPO personnel shall nonitor directorized nmail being returned by unit
mailclerks to ensure that the mail is endorsed neatly and properly. If
i1 1egible or incorrect endorsenents are frequently noted after the unit
mailclerk has been briefed on correct directory procedures, the unit conmander
or postal officer shall be advised.

a. Mail that has been directorized by unit mailclerks shall be
returned to the serving postal facility separate from uncancel ed nail.

9. Ml addressed for general delivery shall be provided priority
directory service. Endorse each piece showing date received. Do not hold nail
addressed for general delivery nore than 15 days unless information is
available indicating the individual is due to arrive (see paragraph 605.4).

605. PROCESSI NG | NSTRUCTI ONS FOR UNDELI VERABLE AS ADDRESSED MAI L

1. Al priority-, first-, fourth-, and third-class mail of single piece
rate, annotated that forwarding postage is guaranteed, shall be endorsed with a
forwarding address (if one is available) and forwarded to the addressee.
Priority-, third-, and fourth-class mail also shall be endorsed “Change of
Address Due to Oficial Oders.” If the mail has an endorsenent that
restricts forwarding, it shall be returned to the sender.

2. Second-class mail that is undeliverable as addressed shall be handl ed
as outlined in Table 6-2. The follow ng additional instructions apply:

a. Al second-class mail for overseas personnel reassigned in an
area served by the same postmaster (for exanple, APO NY 09XXX to 09XXX) or
CONUS personnel reassigned in coNus shall be forwarded for 60 days after
the service nenber’s departure. Directory clerks shall endorse this nmail
“Advise Your Correspondent or Publisher of Your Correct Miiling Address” and
“Change of Address” Due to Official Orders.”

b. Al second-class mail (except newspapers) addressed to personnel
who have been reassigned to an area not served by the sane postmaster (for
exanpl e, APO NY 09XXX to CONUS, or CONUS personnel reassigned overseas) shall
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be forwarded for 60 days follow ng the nenber’s departure. Directory clerks

shal |l endorse this mail “Change of Address Due to Oficial Oders” and “Advise, ...

Your Correspondent or Publisher of Your Correct Miling Address.” Newspapers
(and magazi nes) that cannot be forwarded shall be disposed of as outlined in
par agr aph 605. 2c.

(1) Exception: In the Pacific theater of operations (between
APO/FPO San Franci sco 96XXX and APO/FPO Seattle 98XXX MPO's), all second-
class mail shall be treated as if the MPOis serviced by the sane postnaster
when forwardi ng second-class mail.

¢c. The first copy of undeliverable second class nail that is received
shal |l be handl ed as foll ows:

(1) PS Form 3579, listing the forwarding address and narked
“Not Deliverable as Addressed-Unable to Forward,” shall be affixed near the
old address. PSCS and UMRS serviced directly by the USPS shall return the
publication to the serving post office for processing.

(2) At APOs/FPOs that portion of the publication, wapper, or
envel ope containing the old address and the completed PS Form 3579 shall be
mai led in a USPS envel ope to the sender, with postage due for each notice (see
Part 412.2, DMM (reference (d).) Mre than one formmy be mailed to the sane
addressee in one envel ope; however, the postage due shall be rated per each
contai ned form

(a) PS Fornms 3579 for second-class matter published in
overseas areas and mailed at an MPO shall be mailed to the home office of
the publication in the United States.

(b) Non-U.S. magazines (published in a foreign country)
received for personnel who have been reassigned shall be forwarded for a
period of 60 days following the nmenber’s departure. Directory clerks shall
endorse this mail “Change of address due to official orders” and “Advise your
correspondent or publisher of your correct mailing address.” Non-U. S
newspapers and mmgazi nes that cannot be forwarded shall be disposed of as
outlined in paragraph 605.2¢c(2)(d).

(c) A record of PS Forns 3579 shall be prepared. The nane
of the publication and date of notification shall be indicated on the directory

card, conputer file, or log to prevent sending duplicate notifications to
publ i shers.

(d) Publications received after the 60 day forwardi ng period
has expired and notification to publishers has been made (paragraph 605.2.c.)
may be distributed by MPO's and/or FPO's to mlitary hospitals, chaplains,
dormtories , recreation services, or turned over to the nearest DoD property
di sposal office as sal vage paper, or treated as waste. Renpve address | abels
before release._ UMRs and PSCs served directly by USPS shall return such
publications to the serving post office. They shall be endorsed “Forwarding
Period Expired - Undeliverable as Addressed.”
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3. Hold mail for personnel who are AWOL for 30 days. After the 30th
day, the follow ng procedures apply:

a. Endorse first- and fourth-class mail “Mved, Left No Address” and
return to sender. Do not mark this type of mail as “Change of Address Due to
Oficial Oders.”

b. Prepare a PS Form 3579 for each second-cl ass publication, endorse
with “Mved, Left No Address,” forward the PS Form 3579 with the address
| abel to the publisher, or return the publication with the PS Form 3579 affixed
to the serving post office. (See paragraph 605.2c).

c. Handle third-class mail per Tables 6-3 and 6-4.

4, Mai | addressed for nenbers due to arrive shall be handl ed as foll ows:

o a |f the nmenber is due to arrive, hold mail 15 days past the
anticipated arrival date. |f mail is unclainmed at that tinme, but the nenber is
still expected to arrive because mail is being forwarded, sender has the sane

| ast name, or for simlar reason then hold the mail for an additional 15 days or
30 days past the anticipated arrival date.

b. If the mail is still undeliverable at the end of the 30-day
period, it shall be endorsed “Attenpted - Not Known” and returned to sender if
there is no further indication that the nenber is due to arrive later.

c. Screen mail being held for personnel against the directory, at
| east weekly.

5. Mail received fromunit mailclerks endorsed “Attenpted - Not
Known” may not be held at MPOS unless their records indicate the nmenber is due
to arrive. |f the addressee is due to arrive, endorse the mail with the arrival
date and return to the appropriate UMR.

6. Ml addressed in care of a sponsor shall be treated in the sane
manner as the sponsor’s nmail. | f the sponsor cannot be identified, endorse
the mail “Attenpted - Not Known” and return to sender.

1. Mail that cannot be delivered, forwarded, or returned to sender and
becones dead mail, for any reason, shall be handl ed as follows:

a. MPCS shall forward all Express Mail, first-class mail (including
postal and postcards), third-class single piece rate mail and fourth-class mail
t hat cannot be forwarded or returned to the gateway dead |letter branch or dead
parcel branch for disposition. (Donestic Mail Manual, Section 159.412,
reference (d).) Conplete a PS Form 3849A or PS Form 3849B showi ng the
di sposition of accountable nmail.

b. Second-class mail shall be handled as shown in paragraph 605.2.c.

c. Third-class mail shall be handl ed per Table 6-3.
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d. UVRS served by MPOS and CONUS PSCS shall return all such. mail to
the serving post office endorsed “No Record.”

8. Mail addressed to personnel or elenents at overseas |ocations who are
not authorized MPO privileges (including nail addressed in care of an authorized
user) shall be endorsed “Addressee Not Authorized MPO Privileges” and returned
to sender. |f the mail is addressed in care of a nenber, notify the nenber of
the infraction.

9. Voting and balloting material shall be provided directory service
| mmedi ately when it cannot be delivered as addressed. |f the material is
undel i verabl e and a forwarding address is not known, immediately return the
material to sender and properly nmark the material with the reason for return.
Do not hold for personnel due to arrive, unless they are due in 30 days after
receipting of the material. Tie or tray all returned or forwarded balloting
material on top of letter bundles or in front of tray.

10.  Undel i verabl e catal ogs shall be di sposed of as foll ows:

a. |If overseas, the wapper or label, or both, shall be renoved and
destroyed (this also applies to catal ogs bearing the endorsenent “Return
Postage @uaranteed.” The catalog then nmay be given to any authorized patron

or placed in the MPO | obby for patron use.

b. If in CONUS, the catalog shall be endorsed “Undeliverable as
Addressed” and returned to the serving post office.

11.  Undeliverable incone tax packages that cannot be delivered by the
postal activity of address shall be released to the |local staff office
responsi ble for distributing tax packages after all address |abels are renoved.
Postal bulletins pertaining to nonrelease of incone tax packages do not apply
at MPOs.

12. Perishable itens that carry a required delivery date (RDD) and cannot
be forwarded or returned before spoiling shall be disposed of as waste. D spose
of as waste any perishabl es obviously spoiled when received. Always destroy
perishables in the presence of a witness. Notify the sender and the addressee,
and retain a copy of notification in post office files.

606. MAIL FOR UNITS RETURNED TO THE UN TED STATES/ | NACTI VATED UNI TS

1.  Responsi bl e commanders shall notify the JMPA at the gateway of dates
to discontinue dispatching mail and of the forwarding addresses of units
returning to the United States.

2. Personal mmil received after departure and/or inactivation of units
shall be given directory service at the MPO of address.

3. Nonaccountable official mail and personal parcels and first-class mail
for personnel who-departed with that unit shall be forwarded to the new address.

When volunme warrants, this nmail may be made up into direct ties, bagged without
i ndi vi dual readdressing, and |abeled for mailing directly to the unit.
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4. Accountable mail shall be readdressed and dispatched individually to
the serving post office of the installation where the unit was reassigned.
o 5. Second-class mail and third-class niscellaneous printed matter shall
' be di sposed of as outlined in paragraphs 605.1. through 605. 2.

6. Catal ogs shall be disposed of as outlined in paragraph 605. 10.
(Exception: Aboard all U S. Navy ships, catalogs shall be disposed of as
outlined in paragraph 605.10.a.)

7. Direct pouches for returned units shall be returned intact.

607. MAIL DI RECTORY SERVICE FOR DECOWM SSI ONED SHI PS AND DI SESTABLI SHED
STATI ONS

1. The admnistrative commander for ships, nobile units, and naval bases
or the area commander for other deconm ssioned or disestablished activities
shal | designate an activity to do directory service for nmail received for the
decomm ssioned unit. Directory service shall be done by the designated conmmand
for a 60-day period after decommi ssioning. During that time, personal nmil
shall be forwarded and official mail opened and screened for necessary action or
other disposition. Mil received after expiration of the 60-day period shall be
returned to the sender and endorsed to show the activity deconm ssioned, wth
the follow ng exception:

After the 60-day mail directory service expires, obvious supply parcels
addressed to decomm ssioned units continuously shall be forwarded to the
commander for disposition> pending publication of the deconm ssioning in DoD
Directive 4000.25 (reference (e)), Part 1 of the Standard Navy Distribution

Li st (SNDL) (reference (f)), and List of Marine Corps Activities (reference
(g)). Qovious supply parcels received at the JMPAs after publication in these
docunents shall be returned to sender endorsed to indicate that the unit has
been deconm ssi oned.

2. Oficial mai| addressed to a U.S. ship shall not be forwarded
unopened to the new title of that ship when it has been stricken fromthe SNDL
and transferred to a foreign governnment or to nmerchant marine service.

3. Personnel currently assigned as postal clerks, mail orderlies, or to
duties involving the receipt and delivery of unopened mails shall not be
assi gned duties involving opening and screening of official mail.

4. Commandi ng officers of ships and activities being deconm ssioned or
placed in the reserve fleet shall furnish the designated activity with a
conplete directory of officers and enlisted personnel show ng the new duty
station or, in the case of those separated fromthe service, the forwarding
address furnished by the individual. The designated activity shall destroy
this directory information upon conpletion of the 60-day directory service.

5. The command being inactivated shall informthe mail routing authority
or postmaster of the date desired for routing of mail to the unit that wll
provide directory service for the deconm ssioned unit.
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608. HANDLI NG MAIL FOR CASUALTI ES

1. Under no circunstances shall mail for casualties be returned to
sender or forwarded to next of kin until absolute verification is obtained that
next of kin have been notified. This information can be obtained fromthe
Summary Court O ficer, US. Ar Force; Casualty Mil Section (Arny and
Marine Corps); or command el ement (Navy). This nmail may be held as |ong as
necessary to prevent inadvertent disclosure of casualty status before official
notification of next of kin. Once next of kin have been notified positively,
the mail shall be returned to sender or forwarded to next of kin wth
aut hori zed endorsenent (see paragraph 608.6). Jointly addressed mail is
del i vered as addressed by the sender when one of the addressees can
receive it at the place of address. Jointly addressed mail not deliverable at
the place of address, along with other nail addressed to the deceased, other
t han Federal Governnent checks that are returned to sender, may be delivered to

t he executor or admnistrator. Such mail is then considered delivered to the
addressee and is subject to the disposition of the executor or admnistrator.

2. Ml for casualties shall be endorsed by the serving activity or
casualty mail section (See paragraph 608.6). If the UWR affixes the
endorsements , the mail shall be returned to the serving postal facility.
Mai | received at an overseas MPO that has been endorsed by mailclerks shal |
be checked as foll ows:

a. Ensure that the format of endorsenent is correct and backstanp
each article to indicate date forwarded.

b. Ml endorsed to a specific hospital shall be direct ties, bagged
i f volunme warrants, and dispatched directly to the hospital.

c. Mil endorsed “Search” shall be sent to the casualty mail section
for verification and then returned to sender.

4. Casualty mail sections shall maintain directory cards on personnel
reported as deceased, missing, captured, and interned. Infornation required for

mai ntai ning these cards shall be obtained from any source avail able for keeping
them accurate and current.

5. Hospital mail sections shall maintain directory cards on all admtted

patients and evacuees. The cards shall contain the information required in
par agr aph 602-

6. Authorized endorsenents for casualty mail are as follows:

a. Deceased- when the nenber has died and next of kin has been
notifi ed.

b. Search- when. the menber’s status is. unknown and the nail is being
forwarded to the MPO or casualty nmail section.

c. Patient- when the nenber has been hospitalized and the hospital
Is known (also include the current hospital address).

6- 8




d. Hospital Search- when the nenber is evacuated through nedical

channel s to an unknown hospital. (This mail is being forwarded to a casualty
mai | section.)

Lo
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Treatment of Undeliverable as Addressed FExpressMail, First-Class Matlincluding Postal and Postcards,

and Firat-Class Zone Rated (Priority) Malil

MILITARYMSTAL DIRECTORY

MILITARY POSTAL DIRECTORY

RULE NAILER ENDORSFMENT
SERVICED BY THE tfPS SHALL: SERVICED BY THE USPS SHALL:

1 NO ENDORSEMENT Forward. |If a forwarding address Forward . | f a forwarding address
fsumknown return to sender endorsed 18 unknown return to sender endorsed
withreasonfor nondelivery. with reason for nondelivery.
Endorse all PriorityMallwith Endorse all Priority Msil with
“"Change of AddressDue to Official “Change of Address Due to Officisl
Orders.”™ Orders.”

2 ADDRESS CORRECTION REQUESTED

3 FORWARDING AND ADDRESS CORRECTION

REQUESTED
4 DO NOT FORWARD Do not forward Endorse plece Do not forward. Endorse piece

“Undeliverableas Addressed,”’ and
return to sender.

"Undeliverahle as Addressed,” and
return to serving post office.

Note 1 All Express Matl, First-Class Nail (including zone rated Priority Mall and postal and postcards) that
cannot be forwarded or returned i8 sent to the serving dead letter branch or dead parcel branch for

dispos: tion.

Note 2 The fo' lowing endorsements or their variatlions are not authorized for Express Nail, First-Clags Hail including

Poetal and Postcarda, and Firet-Class Zone Rated (Priority)Mall. If mail

endorsenments handle IAW Rule 1 above.

Forwarding and Return Postage Guaranteed.

of this type is8 received with these

Forwarding and Return Postage Guaranteed, Address Correction Requested.

Return Postage Guaranteed.

Table 6-1. Treatment of Undeliverable as Addressed Express Mafl, First-Class Mall including Postal and Postcards,

and First-Claaa Zone Rated (Priority) Mafl.

-

PRS-t




TT-9

*1J¥4 SPE[D-PUODIY PISEIIPPY BB D[{QRIIAI[IPUN JO IJUBWIRAIL

*I-9 di4el

pai1sanboay uo}122110) €83appy ‘pr3ajueien) 3¥ei1s0d viniay pue Bujpremioy
prdiuviaens o9del1804d wanlay puw Jujpiemioy

+3a0Q% '] IINY MV] 11w ay)y ssadoad

pl¥AaIog 10N O}

paisanbay uvo13108110) BBAAPPY puv dujplreamloy

paisanbay uol10a110) wE821PPY

‘gjulwaslopua 2AIY] YIIM PAATIIAL 8]

1I"® 88R[D-pPUCIIE J] * [}J¥M SVEB|I-PuUOIIB 10j) PIZJI0OYINK J0U II¥ BUOJIBJIPA 1J34) 10 BlU3WIBIOPUd Bujmo||o0j Iyl ¢ d3I0N

(P)(2)°2°7 509 ydvaBeawd my] patpuey aq [Py Pa1a1dwod uaay 6eY ULOJIDE GG WIOE Sd 12IJ@ PAaAnjadaxr sER[I-PU0II§ 7 IJON

ydwalvaed 33%)

PapawAi0} 3q 10U | [¥ys Aay) (6¥3613n0 paud)sswal (3uucs1ad SANCD 10 SANGD 03

(2°2°509
X X X 60 %10k AIN OdY

‘91duexa 10)) a1aissmieod awvs IY) A PAAIIE JOU LIIE UF 0] pPAUFEERAI S1BNPJAJPU 10) PaA}adaa aaw si1adedemau
JT  ("SONOD Uyl ja paudjssvan [3uuo0s1dd SANUD 20 XXXoU AFJ0A AN OdY 01 XXX60 NI0L AIN OdY ‘ajdwwxa 104)
-94wp 09 10j 131emwisod Iwes IYJ Aq PIAIIS ®IAW uw u] paudivBRal jouvoviad 10) papaevmioc) 2 1Ivys sisdedsmaNy | 230N

*98%v3s0d ayj 2indwmd

J0u op-Inq _‘ang IVeqsog, W] )
NIV  "AA2ATTIPUCU 10) UOBEDI IO
BEIAPPY AU I YIIA 1IPUIR 03 WDIY
IYY vaNII33 ‘umouyun 8] SSIIppe
fujpaeniol v )1 310 sAwp (9 131y

o 913P20 T®121330
03} W ®eAaappy jJo aBdueyy, adad
yora Ieaopuzg -sdep (9 10j) pammioy

*2%e1s0od ay3 aindwod

Jou op Ing  ‘ang adelsoy, wal) Iyl
WA  *K13ajlapuou JUj UOEEAL Jo
BE3IPPE M3U IY) YIjA JQpUIS O] WII)
24l uUaINlaa ‘uAacuYM H] E&BIAppE
Jujpiemioj v }1 ao sdwp (9 1313Y

W §10pag 121213310
03} anQ 68821ppy jo Idueyy, ad001d
yowa asaopuy ~6AEp (Y JAvJ plemioy

QAALNVEYND FOVISOd NYNLAW

*3253330 38ad Bujmase ayy

03 uojIWIdIIynd 2F31IUF Y3 uvanlAaa
I 031 pL6¢ w0y Sd p19 dwod

¥ Youllie ‘umocuxun €] esaippw
Bujpawmao) v 31 10 9Lwp (9 121)Y

(1 ?30N 995) _°913p1p T®I91110
01 Mg 98I1ppy jJo aBuwyy_ adayd
yoves Isiopuz +sdep gy jo pojarad

¥ 10] SO9]}I-puUODI® | ¥ PIRMIOY

{(p aduaiajay)

HHU 341 JO Z2°Z1y ¥4 33%)
*P2BO[2VU3 wWAG) YIies 10} adersod

2y3 andwoy  +19pule Ayl 0O) HLAIPPE
pue adoiaaua ggsn v uy aovid pue
8R3IppE PlO 94l Yyilim 3doraaua

10 ‘1aa02 ‘aaddeim 2y Jo uojllraod
3yl 03 g4 wod S4 paia(dwod

¥ Yo®RIIV ‘umouyun 8] 88a1ppe
Bulpavmloj ® 3] 10 6AeBp QY 131}V

(*1 ®30§ 235) * _8I3pI0 1PI013J0
03 aIng ©s34ppYy Jo adupy), sdaid
yoea aslopuy -64dep g9 jo porrad

B 10) S8R|I-pPU0IIB (e piemiog

INIRASYOANT ON

.

YTIVHS SdSN 3HL Ad 0YD1A¥3S
AYOLIZANIQ ‘TV1SOd AYVII'IINW

CTIVIIS SdH 3HL A9 G3D1ANMYS
AHOLDAYIA TVLISUd AHVLLIIK

JNIWISHOONT ¥ITIVH

Finy

1194 B88EB|)-pUCIag PpPIsEaIPpPYy BE® B[(EIa3A]lapun JOo Juawieaa]




¢1—-¢

Treatment of Undeliverableas Addressed Third-Class BulkBusiness Mail

RULE MAILER ENDORSFMENT MILITARY P}STAL DIRECTORY MILITARY MISTAL DIRECTORY
SERVICEDR BY THEMPS SHALL: SERVICED BY THE USPS SHALL;
1 NO ENDORSEMENT Unit maflclerks and mall orderlies Endorse each piece 8s"Undelfiverahle
OR wil 1 endorse each plece as as Addressed”™ and return to the
00 NOT FORWARD “Undeliverable as Addressed”’ and sewing USPS facility.
return tothe serving MPO.
MPO8 shall not forward or return
2 ADDRESS CORRECTION REQUESTED tills matl. Destroy as waste.
(See Part 159.412 of the DNM
(reference d). )
4 PORWARDING AND RETURN POSTACE Forward and endorse "Change of Forward and endorse “change of
GUARANTEED Address DNue to Official Orders.” Address Due to Official Orders.”
If a forwarding address 1sunknown, 1f a forwarding addressis wunknown,
return tosender endorsed return to sender endorsed a8
“"Undeliverahle as Addressed”™ and "Undeliverable as Addressed” and
5 FORWARDING AND} RETURN POSTACE “’Postage NDue” butdo not compute “Postage Due” but do not compute
GUARANTEED, ADDRESS CORRECTION the postage. the postage.
REQUESTED. *
6 DO NOT FORWARD, ADDRESS CORRECTION Do not forward. Return the piece Do not forward. Return the piece

REQUESTED, RETURN POSTACE GUARANTEED
0 &

to sender endorsed “Undeliverable
as Addressed” and “"Postage Due,”
but do not compute the postage.

to sender endorsed “Undeliverable
a8 Addressedand “Postage Due,”
hut do not compute the postage.

Note 1 The followlng endorsements or their variations arc not authorized for
Bulk Business RateMatlis received withthese endorsements,

Forwarding and Addreaa Correction Requested

Return Postage Guaranteed

Table 6-3. Treatment of

e The authorized abbreviation for this endorsement ta “"FIW & RET-Postage Guaranteed-ACR.”
e * The authorized abbreviation for this endorsement 18 "Do Not Forward-ACR-RPG., "~

third class mail. If Third-claaa

handle [AW Rulel.

Undeliverable as Addresged Third-Class BulkBusiness RateMalil,

m et
O
R




Treatment of Undeliverable as Addressed Third-Class Single

Plece Rate Ma

ﬂ — MILITARY POSTAL DIRECTORY

RULE MAILER FNDORSEMENT MILITARY POSTAL DIRECTORY
SERVICED BY THE MPS SHALL: SERVICED BY THE USPS SHALL:
1 NO ENDORSEMENT | - Forward. FEndorse mall with "Change Forward. Endorse mail with “Change
' of Address bue to Offflcial Orders.” of Addrees Due to Official Ordera.”
. If a forwarding address 1s wunknown, 1f a forwarding address {s wnknown,
2 FORWARDING AND RETURN POSTAGE endorse mall “Undeltverahle as endorse mail "Undeliverasble as
CUARANTEED Addressed” and “"Postage DNue,” Addressed” and "Poatage Due,”
but do not compute the postage. but do not compute the postage.
] FORWARDING AND RETURN POSTACGE
GUARANTEED, ADDRESS CORRECTION
REQUESTED. *

4 DO NOT FORWARD, ADDRESS CORRECTION Do not forward. Retutn the plece Do not forward. Return the ptece
REQUESTED, RETURN POSTAGE GUARANTEED to sender endorsed “Undeliverable to sender endorsed “Undeliverable
el as Addressed” and "Poatage Due”, as Addressed” and "Postage Due”

but do not compute the postage. but do not compute the postage.
5 ADDRESS CORRECTION REQUESTED
6 DO NOT PFORWARD Endorse each plece as "Undeliverahle Endorse each plece as "Undeliverable

a9 Addresased” and forward to the
appropriate USES Dead Parcel Branch
for dispoattion. (See Part 159.561
of DMM (refterence d).)

as Addreased” and return to the
serving USPS facility.

* The authorized abbreviation for this endorsement is “FTW & RET-Postage Guarguteed-ACR.”

A% The authorized abbreviatlon for this endorgsement {34 "Do Not Forward-ACR-RPG."

Note 1 The following endorsements or thelr variations are not authorized for Third-class mail.

If Third-class

Single Pliece Rate Mall 18 received with these endorsements handle IAW Rule 1.

Forwarding and Address Correction Requested

Return Postage Cuaranteed

Ta>1lE 6-4. Treatment o Undel verable as Addreased

S ngle Plece RatE Mafl.

M

0




Treatment of Undeliverablens Addressed Fourth-Class Ma{il

as Addressed” and forward to the

appropriate USPS Dead Parcel Branch
fnr dispnaftion (See Part 159.561

of MM (reference d)).

RULE NAILER ENDORSEMENT MILITARY POSTAL DIRECTORY MILITARY POSTAL DIRECTORY
SERVICED BY THE MPS . SHALL: SERVICED BY THE USPS SHALL;
1 NO ENDORSFMENT Forward Endorse maill with "Change Forward . Endorse mailwith ‘ Change
‘ of Address Due to Official Orders.” of Address Due to Official Ordera.”
S If a forwarding address{s unknown, If a forwarding addreaa la unknown,
2 ADDRESS CORRECTION REQUESTED endorse mail "Undellverahle aa endorse mail "Undeliverable as
Addresaed™ and "Postage Due,"” Addressed” and ‘Postage Due,”
but do not compute the postage. but do not compute the poatage.
3 PORWARDING AND RETURN POSTAGE
GUARANTEED
4 FORWARDING AND RETURN POSTACE
GCUARANTEED, ADDRESS CORRECTION
REQUESTED. e
5 DO NOT FORWARD, ADDRESS CORRECTION Endorse each pleceas “Undeliverable Endorse each piece &8 ‘Undeliverable
REQUESTED, RETURN POSTAGE GUARANTEED as Addressed” and “Postage Due” a6 Addressed” and ‘Postage Due”
o8 and return to sender. ‘and return to sender.
6 DO NOT FORWARD Endorse each piece as “"Undeliverable Endorse each piece @8 ‘Undeliverable

a8 Addreassed™ and return to the
serving USPS facility.

e The authorized abbreviation

ak The authorlzed abbreviation for this

Note 1 All Fourth-Clase Nail that cannot
Drench for dispositlon.

Note 2 The following endoraements or thei
O ail it® received with

Forwarding and Address Correct
Return Postage Guaranteed

Table 6-5. Treatment

be forwarded or

these endorsements,

returned la sent to

r variations are not authorized
handle TAW Rule 1 .

ion Requested

of Undeliverable as

the serving USPS Dead Parcel

for fourth-class mail.

for thie endorsement s “FWD & RET Postage Guaranteed~ACR."
endorsement {8 "DNF~ACR-Return Pogtage’ Guaranteed.”

Peat

| f fourth-clanss

Mdreaaed Fourth-Class Hail.

et
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\ &
J IF THE ADDRESSEE IS: THEN ENDORSE MAIL: AND:
L
E
U | AWOL (over 53U days) Moved, Left No Address Return to Sender
2 | Unknown Attempted-Rot_ Known i
Reassighed With current torwarding Forward to Addressee
address
4 | TDY/TIAD with parent unit With TDY/TAD location
(See Note) e ddress
5 | ToY/TAD without parent UNit With IDY/TAD unit and loca-
(See Note) tion address
b | les.pitalized (noncasually) With the hospital address
(Include Ward and Roan number
I f known)
=7 Due 1.0 arrive With daile OT receipt See peragraph 605. 4
g | Casuslty 7 See psragraph 503
IF THE MAIL IS THEN ENDORSE MAIL: AND:
9 | Missent Missent tO (include your Forward to Addressee
_ unit/MPO number)
10 | Opened by mistake Opened by Mistake (if
possible have the person
that opened the mail sign
the ir name nest to the
endorsement
11 Bellerting zmaterial See paragrazh §03.9
12 | Ad2ressed iliegibly II1egible Return to Sender
13 | Addressed to a receptacle micher Ne Such Number
not assigned the MPO and correct
nueher IS NOt known
14 | Fails to bear a receptacle number Insutficient Address
or unit designation and the
correct adéress iS unknown
15 | Refused by the addressee ReTused” O “Refused by
Addressee”
16 | Abandoned (General Delivery Unclaimed
not tailed for in 15 days/
Receptacle mail not called
| for (See paragraph 504.3)
17 | Undeliverable as addressedthird- "Undeliverable as Addressed”
class bearing the endorsement and “Postage Due”
‘Return Postage Cuaranteed
18 | Addressed to “Commander ofa | Insufficient Addr ess
receptacle number but does not
contain the addresse's name or
unit designation
NOTE: Rul es

Table

6-6.

How To Endorse Mai | .

6-15

4 and 5 apply only when the addressee has requested forwarding service.




